
Knowledge Center Operational Group (KCOG) Tips 

How to call up rosters, which the dates are already past 

Step 1:  Follow this trail: 

Home >> Administration >> Manage Training >> Classroom 
 
 

Step 2:  Follow this trail:  Enter the course number of the course you are looking for and hit 

search. 

 

 

Step 3:  Click manage when the course populates: 

 

Step 4:  Check out the course to makes changes or edits: 

 

Step 5:  Select Date Range, then put in the appropriate dates you are looking for. 
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Knowledge Center Operational Group (KCOG) Tips 

Step 6:  From this point, you will be able to manage the course changes or edits. 

 

 


